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MANUAL-TYPE DIRECTIVES 
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Definition 

Manual-type directives: 
An instruction or notice whose size and content is best suited to a format used for 

manuals consisting of parts, chapters, or sections. 

 

Consists of: 

• Cover (Required) 

• Cover Letter (Required) 

• Table of Contents (Required) 

• Body (Required) 

• Appendices (Optional) 

• Index (Optional) 

• Bibliography (Optional) 
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Cover 

There is no specific format, but it must include the following: 

• The short title of the issuing authority, along with “INST” for instruction or 

“NOTE” for notice 

• The SSIC followed by the consecutive number 

• The alphabetic suffix if a revision 

• The date of publication 

 The above four normally included in the header 

• The subject of the directive (recommend centered on page and in ALL 

CAPS) 

PLEASE NOTE:  the cover page does not include a page number 
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SSIC followed by 

consecutive number 

Date of issuance 

The subject of the 

directive 

No specific format.  

Shown format is 

merely 

recommended 
No page number 

The alphabetic 

suffix, when 

applicable 

Cover Example 

Short title of 

issuing authority, 

with “INST” for 

instruction 
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• Shows by what authority the manual is being issued 

• Must follow the format for letter-type instructions/notices 

• Should not exceed one page 

• When there are a significant number of references, list them in the first 

appendix (e.g., appendix A) vice the cover letter 

• If more than one page, the “Purpose” paragraph must begin on page 1 of the 

cover letter 

• The references in manual-type directives do not need to be cited first in the 

cover letter.  However, they do need to be cited within the body in the order in 

which they are listed in the reference section and vice versa (listed in the 

reference section in the order in which they are cited in the body). 

Cover Letter 



Table of Contents  

 

• Follows the cover letter 

• Required in all manual-type directives 

• Page number starts with a small Roman numeral “i” (page 1 

of TOCs are numbered).  Consecutive pages are numbered 

as:   “ii,” “iii,” “iv,” and so forth, centered in the footer 

• There is no specific format 
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Table of Contents Example  
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Header info the same as 

a letter type instructions 

on every page of TOC 

Chapter title 

Paragraph 

page numbers 

Appendices 

page numbers 

Table of contents page 

number always in small 

Roman numeral 

Table of 

contents title 

Paragraph 

titles 

Chapter 

numbers 



Body 

• Follows the table of contents and it is NOT an enclosure 

• Unlike Navy letters, ALL pages, including the first, are numbered 

• Use Arabic numerals for page numbers 

• The pages may be numbered consecutively or if the directive is divided into parts or 

chapters, the numbering should indicate the part or chapter number with the first 

page starting with an odd number “1” (e.g.,1-1, 1-2, 1-3; 2-1, 2-2, etc.).  Page 

numbers are centered in the footer of each page. 

• The font in Navy manual-type directives is Courier New, size 12; the only exception is 

the font size for charts, tables, graphs, etc. 

• The same format, outline and general page margins of letter-type directives shall be 

followed (i.e., 1” header, top, right, left and bottom margins with .5” footer margins) as 

closely as possible 
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The Body of Manual-Type Directives 
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Chapter titles; 

always 

underlined 

Paragraph title 

The first page 

should start 

with Arabic 

odd numbers 

The format, 

outline and 

spacing shall 

be the same 

as letter-type 

directives 

Header – 1” 

margin 

Footer - 0.5” 

margin 

General page 

margins:  1” 

for top, 

bottom, left 

and right 

margins 



Appendices 

• Contain material which supports, but is not readily incorporated into, the text of a 

directive 

• May include such things as list of references, diagrams, photographs, samples, 

exhibits, or illustrations 

• Attach appendices at the end of the text/the body, but before all other back sections, 

such as a list of footnotes, a glossary, bibliography, or an index 

• Reference sequentially within the text/the body, and list them in the same order in the 

table of contents 
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Titling of Appendices 

• Designate appendices by the term “APPENDIX” in capital letters and followed by a 

capital alphabetic character with “A” for the first appendix, “B” for the second, and so 

on 

• Each appendix must have a capitalized descriptive title following the appendix 

designation 

• Center and underline the title either at the top of the first page of the appendix, or on 

a preceding title page, for example :   

APPENDIX B 

CIVILIAN MODELS OF ADDRESS 
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Page Numbering of Appendices 

• Individually number pages with a capital alphabetic designator, a 

hyphen, and an Arabic numeral,  e.g., B-2, B-3, etc. 

• Page numbers are centered in the footer of each page of the 

respective appendix 
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  Manual-Type Directives Appendices 
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Appendix title 

Contains 

material 

which 

supports but 

is not readily 

incorporated 

into the text 

Appendix page 

number 

Appendix 

header – 1” 

margin 

Appendix 

footer - 0.5” 

margin 



Index and Bibliography 

 

• Index 

Include an index in lengthy manuals to assist users.  Follow the same 

numbering pattern used in the body.  The index should be page numbered 

as “Index-1,” “Index-2,” etc., similar to an appendix, and located towards the 

back of the instruction. 

 

• Bibliography 

Used rarely (only if referencing a book or pamphlet, etc.).  Recommend that 

bibliographies are an appendix. 
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Navy Joint Directives 
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Definition 

• Joint Directive: 

A directive issued jointly by two or more authorities. 

 

• Types: 

Intra-Navy:  Issued by two or more components of the Navy (must be 

components of the same echelon level) 

Inter-Service:  Issued by the Navy and one more of the other Military 

Services 
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Intra-Navy Directives 
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There are two ways to identify an Intra-Navy Directive: 

 1) Assignment of separate, complete directive identification for each participating organizational 

component (as done for joint inter-Service directives).   Each of the separate directive identification 

numbers is shown on a different line as the designation abbreviation. 

Designation Line     Identification Line  

        

                                                                      

      

 

– When, in either the directive designation or the designation abbreviation, it is necessary to break one 

of the items, the second line is indented two spaces.  There is only one underscore for the directive 

designations, extended the length of the longest line. 



Intra-Navy Directive Example 1 
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Designation 

line 

Header –

Identify all the  

commands in 

the letterhead 

Identification 

line 

Originator/ 

Sponsor 

codes 

Date of issuance, 

formatted as 

 DD Mmm YYYY with 

no leading zero for 

the day 



Intra-Navy Directives 

2) Assignment of a composite single identification, using the abbreviated 

identification of each component in the identification and designation lines, 

separated by a diagonal line with one subject identification number, 

including consecutive point number, where applicable.  
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Designation Line 

 
BUPERS/BUMED INSTRUCTION 1306.72H 

Identification Line 

    
BUPERS/BUMEDINST 1306.72H 

PERS-821/BUMED-M35HCS2 

8 Dec 2010 



Intra-Navy Directives Example 2 
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Identification 

line 
Designation 

Line 

Originators/ 

Sponsors  
Where 

possible, do 

not use date 

stamps 



 Intra-Navy Directives Issuing Authorities 
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• Issuing authorities are cautioned against use of the joint directive, 

except when essential to obtain necessary jurisdictional 

coverage. 

• This is particularly relevant when additional duty or “double-

hatted” staffing exists. 

• In all types of cases, consideration should be given to a regular 

issuance by the next higher common superior. 



  Intra-Navy Directives Signature Authority 
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Signature Block 
 

The signature and related information (i.e., name and title) is in the order of the 
highest to lowest seniority 
 
• First co-signer/highest authority signature is flushed with the right margin 

 
• Second co-signer signature begins at the left margin 
 
• Third co-signer/lowest authority signature is as at the center 

 
If a joint directive is issued by a “double-hatted” official, only one signature is 
required, located at the same place as on directives from the chief official of a 
single command. 
 

 



        Intra-Navy Directives Signature Authority 
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First co-

signer/highest  

authority flush to 

the right margin 

Third co-signer, 

the lowest 

authority 

signature is at 

the center 

Second co-

signer, the 

signature 

begins at the 

left margin 



Inter-Service Joint Directives 
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• When a directive written jointly by the Navy in conjunction with another 

branch or branches of the Military Services, it is known as an inter-Service 

joint directive 

 

• An inter-Service directive shall carry the authorized abbreviation of the 

cognizant Navy component in the same manner as other directives issued 

by that component 

 

 



Inter-Service Changes and Supplement 
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• Changes: 

 

When the text of a joint directive is to be changed, coordination with the 

other issuing authorities must be effected before the change is made.  Such 

changes are issued in the same manner as other letter-type directives.  

  

• Supplement: 

 

A supplement may be issued to a joint inter-Service directive to provide 

information or procedures specific to components of the Department of the 

Navy, provided it does not alter the terms of the basic joint directive. 

 

 

 



     Inter-Service Example 1 – Navy Cog 
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Navy 

Originator 

Designation 

line 

Letterhead 

includes 

both 

Services, 

plus DoD 

emblem 

Identification 

line 

Coast 

Guard 

originator 



  Inter-Service Example 1 (signature) 
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Only for 

Navy 

Navy 

Signature  

Coast 

Guard 

Signature 



        Inter-Service Example 2 – Army Cog 
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Identification 

line of all the 

applicable 

Services’ 

issuances 

Date of 

issuance 

Issuing 

authorities/ 

signature block 

Subject of 

the issuance 



      Inter-Service Example 3 - Air Force Cog 
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Identification line of all the 

applicable Services’ 

issuances 

Subject of 

the issuance 

Date of 

issuance 


